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Customer Folder Tabs

Toolkit 2004

. Customer Service Toolkit

Tools Reports  Help
&0
Check In/Out | Folders jue_
Saarch the National ConsBNgtion Planning Database for your service arsa
County: Custorer or Business Name: l:l
Business ID; Tract Numberl:l
National Conservation Planning Database My Checked Out Folders
BOONE Check0ut> | |
Status | Ovaner Customer Name | Customer Folder ~ Status | Dwner County Customer Hame | Customer Folder

3 free ALBERT MCFARL  Salbert_mcfarl fa wite Johnny Chis  BOONE, AR JOHNNY CHISM  \Chism_Fams—-
fee ARKANSAS SHE  \ar_sheriffs_youth_rancharsheriffs, ¢ CheckIn
free CLIFFORD BARN
free BOB PADFIELD <¢- Check In &l
free RUSSELL TRENT
free CALYIN DEES Cloa Fosults
free LINDA CATON
free ARTHER ' BARR T ok
free TOM COLLING Folders -»
free COURTNEY HUS  \courtney_hussercourtneghuss The check In/ Out tab
free DALE G HARDMA  \dale_hardman-—-—hard (e
fiee DAVID A BARNES  \david_bsmes-bamesdavid shows all the customer
free DEAN CURBOW .
= e siEines folders in the NCPDB on
free DENNIS W NORT
fee SEHS e the left and all folders
fiee MICHAEL DIXON checked out to your
fice DONPERSON  don_persr———perd X .
fiee DONMIE MJONE  \donrie_jones-jonesdannie workstation on the I’Ight.
fice DOUGLAS HOLT  \doug_holtkampdougholticamp .
fiee DOYALE TURNE  \dople_e_tumer-——-ud v Click on the folders tab.

S J > [E3 | >

B7 records returned
Jahnny Chism AUTHENTICATED
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% Customer Service Toolkit

Tools Reparts Help
&0
| Check In/Out | Folders

Folders checked outby Johnny Chism

[Status | Oner | County | Customer Name | Business I | Customer Folder
» wile Johnny Chis  BOONE, AR JOHNNY CHISM 11543 \Chiem_Fatns-—--{1543

The folders tab shows only the folders
checked out on your workstation

Xm ke X R OO

Johinny Chism AUTHENTICATED

14 start = Pre: . ¥ Cus . G 9y 11:08 AM

“ Customer Service Toolkit

Tools Reparts  Help
£0
| Check In/Qut Folders

Folders checked outby Johnny Chism

[Status | Qwiner | County | Customer Name | Business 1D | Customer Folder
3 wite Johrng Chis ~ BOONE, AR JOHNNY CHISM 11543 \Chism_Farns——-11543

Create New Custamer Fnlder‘

The top icon in the left panel allows you to create
new Customer folders.

Xhnke=XR

Johnny Chism AUTHENTICATED
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% Customer Service Toolkit

Tools Reparts Help

&0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Status | Owner Cournty Customer Marne Business 1D | Customer Folder
wiite Johrmy Chis ~ BOOME, AR JOHNNY CHISM 11543 SChism_Farns---t1543

el D]

Open folder

The second icon allows you to open a selected folder.

X m e =X

Open folder Johniny Chism AUTHENTICATED
‘4 start =l Pre: o %3 Cus . Gy 9y 11:07 AW

“ Customer Service Toolkit

Tools Reparts  Help

£0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Status Owner County Customer Mame Business 1D Customer Folder
» wiite Johnny Chis ~ BOOME, &R JOHNNY CHISM 1543 “Chism_Fams---{1543
S ) The third icon will redo Check out of a folder. Caution:
Redo check out of Folder

this action will download the data from the NCPDB, if any
changes have been made to the copy of the folder, they
will be overwritten.

X |k B M2 GO

Reda check out of folder Johnny Chism AUTHENTICATED
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% Customer Service Toolkit

Tools Reparts Help

&0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Status | Owner Courty
» wite Johnry Chis  BOONE, AR

—
Delete read-only folder from hard drive

T EEET =

Customer Marne Business 1D | Customer Folder
JOHNNY CHISM 11543

SChism_Farns---t1543

The fourth icon will delete read-only folders
from the hard drive. Folders that have a
status of write cannot be delete without
making them read-only first.

Delete read-only folder from hard drive

‘4 Start & Presentation

“ Customer Service Toolkit
Tools Reports  Help

£0

| CheckIn/Out | Folders |

Johinny Chism AUTHENTICATED

e 9y 11:07 AM

Folders checked outby Johnny Chism

Staus | Dwner County
» wiite Johnny Chis ~ BOONE, AR

B X RLD

[Checkin folder

X Mk

Customer Name Business ID | Customer Folder
JOHNNY CHISM 1543 Chism_Farns——-{1543

The fifth icon allows you to Check in folders to
the NCPDB. Only folders with a status of write
can be checked in to the NCPDB. Note: the
folder will be removed from your workstation.

Check in folder

Johnny Chism AUTHENTICATED

Gy § 9y 11:07 AW
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% Customer Service Toolkit

Tools Reparts Help

&0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Status | Owner Cournty Customer Marne Business 1D | Customer Folder
» wiite Johrmy Chis ~ BOOME, AR JOHNNY CHISM 11543 SChism_Farns---t1543

The sixth icon allows you to release the lock on a folder.
The folder will have a status of read and can be deleted
from the workstation, However the folder cannot be
checked in to the NCPDB, therefore any changes made to
the folder since it was checked out will be lost.

Release lock on folder

X g B X R LD

Johinny Chism AUTHENTICATED

Releass Inck on folder

T start | e

“ Customer Service Toolkit

Tools Reparts  Help

£0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Status | Owner County Customer Name Business ID | Customer Folder
3 wiite Johnry Chis ~ BOOME, AR JOHNMY CHISM 1543 Chism_Farns——-{1543

The change county icon allows you to
change the location county of a folder.

= X 2 @O

Change County

X

Johnny Chism AUTHENTICATED
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% Customer Service Toolkit

Tools Reparts Help

&0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

[Status | Oner | County | Customer Name | Business I | Customer Folder
» wile Johnny Chis  BOONE, AR JOHNNY CHISM 11543 \Chiem_Fatns-—--{1543

The Delete folders or plans icon allows you to
delete folders from your workstation and
optionally from the NCPDB.

Xme R XRLD

N~
Delete Folders or Flans

Johinny Chism AUTHENTICATED

“Iistart [

“ Customer Service Toolkit

Tools Reparts  Help

£0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

Staus | Owner | County | Customer Mame | Business 1D | Customer Falder
3 LUEN Johnry Chis  |BOOME. AR JOHNKY CHISH 543 4Chism_Farns——-{1543

=]

(Open Poider

To open a customer folder select the
customer folder you wish to open and
click the Open folder icon.

XM @ X

Open folder Johnny Chism AUTHENTICATED

I start
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543

Tools Reparts Help
SOHD X

Genetal | Assistance Notes | LandUnits | Practics Schedule | Customer Files |

Name: JOHNNY CHISM b’ Bsies 1870) 741 - 8600 v

This is the decision maker Home: v
Business Fax None avalabls -
; [ChismFarms |

Busiess == Mobile: None avalable -

Address 927 QUAIL AVE v Email | -
927 QUAIL BVE
HERRISON, AR
72801

The customer folder opens on the
general tab. This information is
extracted from SCIMS and cannot be
edited. Any edits to the customer
information must be made in SCIMS.
You can add associated customers to
this customer folder, Click Add
Associated Customer.

Add Associated Customer Edit/ Delete Associated Customer Update Qutlook Contact

Johinny Chism AUTHENTICATED

ustomer Service Toolkit_ JOHNNY CHISM__ \Chism_Farns

SOHDO %

General | Assistance Notes | Land Units || Progse - i
¢ SCIMS Browser f—
Mo JOHNKY CHISM

USDA USDA Service Center
T SELED, = | Information Management System
. Location State: Senice Center B
The SCIMS window opens |ARKANSAS =] [ALL SERVICE CENTERS |

and a||OWS yOU tO SearCh Natianal Search: [ Service Center Details

for a customer. Note: New
customers cannot be @

Type [ Name |
& Starswith  Exact Matoh

added from within Toolkit |~ © Pk © Buenes CBE | g
2004 they must be added : Active ¥ Active and Inactive I i First :

in SCIMS. B e
| o | Common Name: [ |
: 1D Type: | SelectOne - Zip Code:

Phane Mo:

Search | Reset

& Whote 10

Add Associated Customer
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SOHD X
General | Assistance Notes | LandUnits | Pra - :
. SCIMS Browser
CERRER T [ARIANSAS| PHILLTF
ALMA L Social 185 sk
Name: JOHNNY CHISH CHISM Securty | 552 HIGHWAY | | Loiconoion e SOUTH |||
185 : CAROLINA
This is the decisior Social JERUSALEM AR 72080
& 11138
‘ ANN CHISW Semty | 58 CHISM TRL S B0 THES-1 commaT
Business. (E i \ R Sodial | 415 MAPLE ST  HOUSTON AR 720708010 (501)759-2370 CONAY
CHISM Security
! BILLY CHISM SS:CE"’W sacHism TRL | JERUSALEMART2080: on g 1138 CONmiaY
Address: JZZBUAIL AVE \ Bc”;i\\_\s(: Ho Tax|d | 1418 PECAN ST CROSSETT,AR 71835-4008 ASHLEY
07 QUAIL AVE ‘ — Social | UNABLETO | LEWISVILLE.AR 71845 ‘
HARRISON, &R Security | FORWARD |
72801 ELE CHISM Sizt':t‘y PO BOX 165 LEXA AR 72355.0185 |RKANSAS  LEE
| DibAH CHISM HoTaxld| RR1BOXSETA OZAN,AR 71855 |
EDITHA |
) NoTaxld  UNKNOWN | POCAHONTAS.AR 72485 |ARKANSAS RANDOLPH
i |
| o9l [ potpxanyy [HOLELIROVEARL2000: lsruansac] MONROE
= i Security
EULRS A | Social | 827 CANEY
1 CHISM Seourity | VALLEY DR A list of customers o |
|EULAs EHIEM! SE:;':;V RR 1 BOX 204 from SCIMS CONmiAY
BEE | ———
Social | 827 CANEY
‘ wELpon | Soun | smomev | gppears. To selecta  coms
IrLoss crisu| zaa amicomt - cUstomer click on the ...
e ——— | Securitges ROAD 73
| > Twesnost CUStomers name. v
| K Social Hot
| Hamry e | Seeuty | | ARKANSAS WARD AR 721768717 |ARKaNSAS| LONOKE
I | HIGHWAY 21 N [
| | Social BASEVILLE AR 72636- |
HENEY CHist | semny | FR1EDX32 e |ARKANSAS| BAXTER
|HENEY CH\SM! SE:;':;V 1506 OTH ST | BARLING AR 72023-1210
Add Assaciated Customer JAMES H Social FLUMERVILLE AR 72127- [
cHISM e s728 [RKANSAB) CONNAT
JAMES F; Social CENTER RIDGE AR 72027- | [
‘ CHISM S M) a7a7 ; coNmAY
Page 1 of 3 Next >>

£0Ho X

Gererd | Assitance Notes | Land Units || Fractios Schedule | Customer Fes | A message appears allowing you to
confirm the addition of the customer. You

-— maeee @ISO have the option of making the new
s i e ok wme: customer the decision maker. Click OK to

T Buiesfer gccept the customer or click Return to

Maohile;

SCIMS to search again, or click Close to
cancel the addition of the customer. i

Address

SCIMS Customer Selected ‘ HARDY CHISM |

I~ Make thiz participant Decision Maker

O I Retumn to SCIMS Close:

\

Add Associated Customer Edit/ Delete Assnciated Customer Update Outlaok Contact

Johnny Chism AUTHENTICATED
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Customer Service Toolkit _JOHNNY CHISK

_ . EIE
To delete a customer, click the Delete Associated Customer
button. If you need to change the decision maker, click the
Change Decision Maker button. Note: you cannot change the |

Decision Maker by clicking the checkbox in the upper part of
e oo o the window. Click Cancel to make no changes.

This i the: decision Mane:

. Chism F: s
Business. ﬂg} Delete Associated Customer

SOED X

General | Assistance Notes | LandUnits | Pract

Address: 927 QUAIL AVE | Customer Name | Decision Maker v

Icd
927 QUAIL AVE r
HERRISON. 4R

72501

Delete Assaciated Custorer Change Decision Maker Cancel |

Add Associated Customer Edit/ Delete Associated Customer Update Qutlook Contact

Johinny Chism AUTHENTICATED

’7,' étan &l Presentatior 5 el ed Cu... Ty § 2y 1113 AN

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543
Tools Reports  Help

SO0HD

General | Assistancelates | Land Units | Practioe Schedule | Customer Files |

Mame: Business: [870) 741 - BGOO w
This is the: decieg maker
_‘ Business Fax: Mone available v

Budiess Senfar Mabile: None avalable v

Address: 927 QUAIL AVE £ Email | =
927 QUAIL AVE
HARRISON, 4R
72601

Click the Assistance Notes tab.

Add Associated Customer Edit/ Delete Assnciated Customer Update Outlaok Contact

Johnny Chism AUTHENTICATED
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543

Tools Reparts Help

SOEHD X

Geneial | Assistance Motes | LandUnits | Practics Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

[ Assistance Date | Assisted By | Frogiam Code [ Note

Creat gr\ew nutei

The Assistance Notes allows you to manage assistance
notes for the customer folder. The Create new note icon
allows you to create a new assistance note.

L X gk

Johinny Chism AUTHENTICATED

S 9y 11:15 A

Cuslumer Service Toolkit  JOHNNY CHISM

eports  Help
S0HD X
| General | AssistanceMoles | LandUnits | Practice Schedule | Customer Files |
Assistance Notes For JOHNNY CHISM
MNew Assistance Note For : JOHNNY CHISM

:
Assistance Date .
‘ Wiitten By [.Johrny Chism Assistance Date: | Thureday |, Devember 16, 2004 ¥

BNF

Assistance Note: Progran:

C

X

e

Choose the Assistance
Date and Program

|m

Add New Save Cancal Check Speling

Johnny Chism Mot authenticated
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JOHNNY CHISM  \C

T
SOHB X
| General | Assistance Nates | LandUnits | Practics Schedule | Customer Files |
Assistance Notes For JOHNNY CHISM

[ New Assistance Note For : JOHNNY CHISM

;

IEI |psssonz Dl Wilter By Jahmmng Chiom Bssitance Date: —
Progam:  |BNFTS ALLFGMS +

Made field wisit to inventary farm. Several soi erosion concems were noticed)

Assistance Note:

j Type in the note and
click Save.

Add New Save Cancel Check Speling

Johinny Chism Not authenticated

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543
Tools Reports  Help

FOHD X

Geneal | Assistance Motes | LandUrits | Practice Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

D | Assistance Date | Assisted By | Progiam Code [ Note
P 1201672004 Johnny Chism BNFTS AL PGMS Made fiehd visit to inventory fam. Seve

The note is added.

Johnny Chism Mot authenticated
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¢ Customer Service Toolkit  JOHNNY CHISM

Tools Reparts Help

SOEHD X

Geneial | Assistance Motes | LandUnits | Practics Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

D [ Assistance Date | Assisted By | Frogiam Code [ Note

The report icon allows you to create an Assistance Notes report.

Johinny Chism AUTHENTICATED

FOHD X

| General | Assistance Notes | LandUrits | Practice Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

ﬁ | Assistance Date | Assisted By | Program Code | Note
» 1241672004 Jahnny Chism BNFTS ALL PGMS Made field visit to inventory fam. Seve

=S

“Z: Assistance Notes Report

Please Select/Check Repart Options

I Al Assistance Motes for Cument Customer Folder

t] ™ For A Spectic Program Select Progiam |

™ Assisted By Specific Staff Member | Select Staff Member

I Specific Date Range | Thursday . December 16,2004 |

| Thursday . December 16,2004 |

| Cancel

% |

You have several options for printing notes.

Johnny Chism Mot authenticated
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| General | Assistance Nates | LandUnits | Practics Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

O

| Assistance Date

[ Assisted By | Frogiam Code [Note

» 12/16/2004

Johnny Chism BNFTS ALL PGMS Made field visit to inventory fam. Seve

“ Assistance Notes Report

Please Select/Check Report Options

¥ &l Assistance Mates for Cuent Customer Folder

ber 16, 2004 ‘

2004 ‘

Report | g

Make a selection and click Report.

Johinny Chism Not authenticated

Reports  Help

S0HD

| General | Assistance Notes L

O

“ Assistance Notes Report

Assistance Notes | ri:
) - :
Conservation Plan Assistance Note Report
[ Assistance Daf
» 12/16/2004 Conservation Plan &ssistance Motes Repart as of 12/16/2004 11:21:15 AM lam. Seve
D ate: and Time: 12/16/2004 11:20:14 AM
ssisted By Staff Member Johnng Chism

Assistance Note:
ade field visit to inventory faim. Several soil erosion concems were noticed.

The report is created. Click the
printer icon to send the report
to the printer. After the report is
printed, close the report
window.

Johnny Chism Mot authenticated
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543
Tools Reparts Help

SOEHD X

Geneial | Assistance Motes | LandUnits | Practics Schedule | Customer Files |

Assistance Notes For JOHNNY CHISM

[ Assistance Date | Assisted By | Frogiam Code [ Note

There is also a Delete note icon to delete existing notes.

Johinny Chism AUTHENTICATED

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543
Tools Reports  Help

FOHD X

Geneal | Assistance Motes | Land Uritg | Practice Schedule | Customer Files |
Assistance Notes For .NNNY CHISM

D [ Assistance Date \ [ Assisted By | Progiam Code [ Note
X
opertere] There is an Open note

icon that allows you to
open and edit a selected
assistance note. Click the
Land Units tab.

|

Johnny Chism AUTHENTICATED
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543
Tools Reparts Help

SOEHD X

| General | Assistance Motes | LandUnits | Practice Schedule | Customer Files |

Plan

Select a Flan v

The land unit tab displays land units that
have been entered for the customer. Click
the Select Plan drop-down button.

Unmapped

[ 4dd Land Unit [ Cope Land Unit

Johinny Chism Not authenticated

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543
Tools Reports  Help

FOHD X

| General | Assistance Notes | LandUnits | Practice Schedulegy

Customer Files |

Plan

Select a Plan v

Select aPlan
*Create a New Plan®

If a customer has land units entered you
would be able to select the plan name. If no
land units have been entered you have the
option of entering them manually here.
However, it is not recommended, it is better to
enter them later in ArcGIS so they will be
linked to their Spatial location. Note the
mapped and unmapped windows. Click the
Practice Schedule tab.

N
‘ Unmapped

[ dd Land Unit [ Copy Land Uit

Johnny Chism Mot authenticated

5§ %y 11522 Ak
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543
Tools Reparts Help

SOHD

General | Assistance Motss | Land Units | Practics Schedule

Customer Filesyg
——

Flan

Collapse
Unselect Al

[~ Land Units [ Ci

Buids [yg Eu\de,&%\ ~]
N

System: (o SystemAvaisble N ~]

N

Customer Files tab.

If a practice schedule has been created
for the customer, you can choose the
plan by using the drop-down button.
You can add to an existing plan

[ schedule or create a new one here after :Pecic= ]
land units have been added. Click the

[ #ddRow | [ ComvtoCelBelow | [ Save |

Flan Wizard... Contract Wizard...

Johinny Chism Not authenticated

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543

Tools Reparts  Help

SO0HD X
| General | AssistanceMotes | LandUnits | Practice Schedule | Customer Files
[CACustomer_Files_Tookit\Chism_Fains-—t1543 |
= |3 Chism_Fains--11543 Name Size Date Modfied

() &rcGIS_Projects
() Comtract_Reports
() Determinations
() Engineeing

() Plan_Maps

() Plar_Repors
() Resource_Maps

|
g
@

KI 2

The customer files were retained from the
previous version of Toolkit.

0objects Obytes

Johnny Chism Mot authenticated
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% Customer Service Toolkit  JOHNNY CHISM sm_Farns. 11543

Tools Reparts Help

SOEHD X

General | Assistancs Motes | LandUnits | Practics Scheduls | Customer Files

‘E “Customer_Files_Toolkit\Chism_Fams-——t1543

= I Chism_Fams-—~t1543 Name Size Date Modified Aftributes
5 #uchlS_Projects ” 3 v n

[ Contraci_Reports
() Determinations
‘[ Engineering
®-) Plan_Maps
() Plan_Reparts
------- () Fiesowce_Maps

X The first three tabs on
@ the left change the way

files in the folders
display.

1 ohjects 23MB

Johinny Chism Not authenticated

“5. Customer Service Toolkit  JOHNNY CHISM \Chism_Farns. 11543

Tools Reports  Help

FOHD X
| General | Assistance Motes | LandUnits | Practice Schedule |  Customer Files

[CACustomer_Files_Tookit\Chism_Fains-—t1543 |

= | Chism_Fams---t1543 Name Size Date Modfied | Attributes
3 fucBIS_Projects 4

() Comtract_Reparts
() Determinations
() Engineering

() Plan_Maps

() Plan_Repors
") Resowce_Maps

L;i s

g
Delete File(s) or Folder ] ) .
There is also a delete Files or Folders

icon. (In the previous version of Toolkit
you could not delete files or folders from
within Toolkit, Toolkit 2004 adds that
function).

&

1 objects 23H8

Johnny Chism Mot authenticated
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% Customer Service Toolkit JOHNNY CHISM  \Chism_Farns 11543

Tools Reparts Help

D) X
/

| General | Assistance Motes | LandUnits | Practice Schedule |  Custamer Filss

[E:\Customer_Files_Toolkit\Chism_Fains—t1543 / |
= I Chism_Fams-—~t1543 Name Size Date Modfied | Attributes
3 ArchBIS_Projects SAME i
() Contract_Reports
B () Determinations
-5-| . Enginesing
I3 Plan_Maps
e () Plan_Reports
= | |25 Resource_Maps
El The final icon allows you to change the default
%% ArcGIS template for the customer. This function
@m aIIow§ you to create default templates for multiple
counties, then select the one that you want to use
for the customer. Close the Customer Folder by
clicking the lower X in the upper right hand portion
of the window.
K| 2
1 objects 23MB
Johniy Chism Mot authenticated

“ Customer Service Toolkit

Tools Reparts  Help

£0

| CheckIn/Out | Folders |

Folders checked outby Johnny Chism

[Status | Qwiner | County | Customer Name | Business 1D | Customer Folder
3 wite Johrng Chis ~ BOONE, AR JOHNNY CHISM 11543 \Chism_Farns——-11543

You are returned to Checked Out
Folders.

X e 2 X 1R GO

Johnny Chism AUTHENTICATED
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